How to use the Create Appendix Feature Wisconsin Western Bankruptcy, May 2008

> Plesse turn your
- |4/} =peakers on
s

United States Bankruptcy Court
Western Wisconsin

Welcome to the Demonstration to lllustrate
How to use the Create Appendix Feature in
CMI/ECF . o

Title ECF slide

Slide notes: This will be a short Demonstration to lllustrate How to use the Create Appendix Feature in CM/ECF.

Page 1 of 21



How to use the Create Appendix Feature Wisconsin Western Bankruptcy, May 2008

Create Appendix

™ Please turn your
= |4/} speakers on
A

You may use the playback controls at the bottom of each screen. You
may move fast forward or back and you may rewind to the beginning of the
lesson. You can also drag the progress indicator bar forward or back
through the lesson. The playback controls also include a button that will
pause the lesson. Click it again to resume play.

There is a menu on each page in the upper left corner. If you move your
mouse over the word MENU, a menu will drop down. You can click on the
desired topic to jump to that part of the lesson.

To exit the lesson, click the X in the upper right corner of the lesson window
or click the X in the playback controls at the bottom of each screen.

.
aptioning feature. Clickthe €C
closed captioning on or off
2 the audio on or off.

This lesson module also has a Clos
button in the'playback controls to to
may also click peaker icon to t

Click the STA t nilhln you @

Navigation Instructions
Slide notes: Please review these navigation instructions. Click the Start button when you are ready to begin.
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Objectives:

When you complete this lesson, you will
be able to:

# utilize the create appendix feature

Objectives
Slide notes: When you complete this lesson, you will be able to: utilize the create appendix feature. Click the Continue button.
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) WIWB CM/ECF Test {v3.2L) Database - Mozilla Firefox
File Edit ‘iew Histary Bookmarks Tools  Help

: hd - iliti -
UE C F Bankruptey -Adversary Query Reports Utilities Search Logout

ECF
Slide notes: The "Create Appendix” feature is located on the Docket Sheet filter screen.
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) WIWB CM/ECF Test {v3.2L) Database - Mozilla Firefox

File Edit ‘iew Histary Bookmarks Tools  Help

: - - iliti -
UECF Bankruptcy -Adversary m Reports - Utilities Search  Logout

Select the Query cateqony.

Slide 5
Slide notes: To begin | am going to click on the Query category.
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File Edit ‘iew Histary Bookmarks Tools  Help

EE CF ankruptey -aaversary -

Search Clues
Case Number ||

Last / Business Mame |
First Mame I
S5M /ITIM

Type

Fun Query

Click the Run Query button.

Slide 6

) WIWB CM/ECF Test {¥3.2L) Database - Mozilla Firefox

Query

Reports ~

(Examples: Desoto, Des™)

Middle Mame I
Tax 1D/ EIN I

Slide notes: Type the case number and click the Run Query button to continue.

Utilities ~  Search  Logout

Page 6 of 21



How to use the Create Appendix Feature Wisconsin Western Bankruptcy, May 2008

) WIWB CM/ECF Test {v3.2L) Database - Mozilla Firefox
File Edit ‘iew Histary Bookmarks Tools  Help

: hd - iliti -
UE C F Bankruptey -Adversary Query Reports Utilities Search Logout

Selectthe Docket Report text box.

Slide 7
Slide notes: Click the Docket Report link to proceed.
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) WIWB CM/ECF Test {v3.2L) Database - Mozilla Firefox
File Edit ‘iew Histary Bookmarks Tools  Help

: hd - iliti -
UE C F Bankruptey -Adversary Query Reports Utilities Search Logout

3:08-bk-10009

o
v
e

[ Fun Report | _Clear | I

Click the Run Report button.

Create Appendix

Slide notes: The key on this docket sheet filter page is to select or place a checkmark in the "Create Appendix" checkbox as with this option selected
it will us to produce a single PDF file that includes both a complete docket sheet AND images or PDF's of the documents that were selected.

Then click the Run Report button to continue.
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) WIWB CM/ECF Test {v3.2L) Database - Mozilla Firefox
File Edit ‘iew Histary Bookmarks Tools  Help

: hd - iliti -
UE C F Bankruptey -Adversary Query Reports Utilities Search Logout

Slide 9
Slide notes: You are now presented with the docket for viewing.
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YWIWEB CM/ECF Test (v3.20) Database - Mozilla Firefox

Fle Edt View Higtory Bookmarks Tooks Help

L
EEC F Bankruptcy -Adversary ~ Query Reports ~ Utilities ~ Search Logout Manu ;?
B

Slide 10
Slide notes: Scroll down the docket to the docket entries.

Page 10 of 21



How to use the Create Appendix Feature Wisconsin Western Bankruptcy, May 2008

F Test {¥3.2L) Database - Mozilla Firefox
File Edit ‘iew Histary Bookmarks Tools  Help

: hd - iliti -
UE C F Bankruptey -Adversary Query Reports Utilities Search Logout

=
Selectthe check box.

N

Select the chack box.

AN

|| Select the chack box.

Wiew Selected 0.057804

Slide 11
Slide notes: Select docket entries to view by clicking the checkboxes for the entries you want to view simultaneously with the docket.
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F Test {¥3.2L) Database - Mozilla Firefox
File Edit ‘iew Histary Bookmarks Tools  Help

Bankruptey -Adversary ~ Query Reports - Utilities -  Search Logout

Select the text box.

<pagenum>

Wiew Selected 0.057804

Footer format
Slide notes: A "Footer format" box allows specification of additional text that should appear on each PDF page.
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F Test {¥3.2L) Database - Mozilla Firefox
File Edit ‘iew Histary Bookmarks Tools  Help

: hd - iliti -
UE C F Bankruptey -Adversary Query Reports Utilities Search Logout

<pagenum>

Click the View Selected button.

Slide 13

Slide notes: We are just going to type "Testing" in the footer format box, to illustrate how it will appear. Clicking the View Selected button will create
and display the Appendix file with all of the documents associated with the selected entries.
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File Edit ‘iew Histary Bookmarks Tools  Help

= i
UE C F Bankruptey Adversary Query  Reports Utilities Search Logout

The more documents you choose to be included in the appendix, the
longer it will take the CWMIECF system to process the request.

Slide 14

Slide notes: Keep in mind, the process of preparing a set of PDFs for viewing may be lengthy, depending on the number and/or size of the documents
previously selected.
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3 WIWB CM/ECF Test {¥3.2L) Database - Mozilla Firefox

File Edit ‘iew Histary Bookmarks Tools  Help

EECF Bankruptcy Adversary — Query

Dpening show_temp.pl

‘ou have chasen to open

Reports

Utilities  Search  Logout

@ show_temp.pl
which is a: Adobe
From: htbps: ) feck

The Opening dialog opens.

What should Firefox do with this file?

= Save ko Disk

Adobe Acrobat 8.1 (default) j

™ Do this automatically For files like this From now on,

Slide 15

Slide notes: Once created, the Open dialog window appears. Click the Ok button.

| o4 I Caneel

Click the OK button.
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ﬂ show_temp.pl-2.pdf - Adobe Acrobat Professional

Fie Edt Yiew Document Comments Forms Tools Advanced Window Help E 3

= el ie |8 € @6 v -

U.S. Bankrupicy Court
Western Distric t of Wisconsin - http ://www wiw.usc ourts.gov (Madison)
Bankruptcy Petition #: 3-08-10009-rdm

Ansigned 1o: Chisf Jadge Robant D. Martin Date Filed 040772008
Chapter 7
Vohuntary
Ho assat
Show Associaed Cases _—

Anirnation

(800 % 600)
Debror {o:0; ¥i25)  represented by Michael 1 Rynes
John Smith 1115, Hamdlion St M9
123 A mystreat Madison, W1 53703
Madison, WI 53703 (608) 257-3257

SSN FITIN : xoem-xx—1 234

Trustee
Michael E. Keplex/T rustee

634 W. Main 5 treet

Suile 202 R
Madison, WI 53701

€0B-257-5424

US. Trustee
US Trusies's Office
U5, Trustes's Office
780 Regant 5 treat
Suite 304

Madison, WI 53715

Created Appendix

Slide notes: Let me demonstrate what we created by advancing through the pages of the PDF. The PDF includes the docket sheet and the items on
the docket that we selected to be included.
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show_temp.pl-2.pdf - Adobe Acrobat Professional i [ m] |
File Edit W¥iew Document Comments Forms Tools Advanced Window Help x

OB 0= e 9l g &€ @ [er-i G [F [Fo e

Slide 17
Slide notes: One last item to point out is -- notice the footer name we provided previously, it is listed here and it is listed on the bottom of each page.
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show_temp.pl-2.pdf - Adobe Acrobat Professional i [ m] |
File Edit W¥iew Document Comments Forms Tools Advanced Window Help x

OB 0= e 9l g &€ @ [er-i G [F [Fo e

Slide 18
Slide notes:
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Summary

Click Box
(247 % 430)
(3:0; ¥:25)

You| should now be able to:

# Ltilize the create appendix feature

%i:k the Conti
Summary

Slide notes: You should now be able to: utilize the create appendix feature in CM/ECF. Click the Continue button.
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Email ECF Helpdesk

Do you have further questions you would like to ask the
ECF Helpdesk via email?

= AYYes

. B)Mo, I am done.

B \Ilt,

Email ECF helpdesk question

Slide notes: If you have further questions and would like to email the helpdesk, please mark the Yes radio button and click submit. Your default email
client should open and begin a new email automagically addressed to the helpdesk, with a pre-filled subject line. Please let us know your question(s).
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Western Wisconsin
ECF Technical Help Desk

(800) 373-8708 Toll Free
(608) 264-5630 Madison  (715) 839-2993 Eau Claire

helpdesk@wiwh.uscourts.gov

s modu
upp of the
Ent

clicking the X in the
r by pressing the

ECF helpdesk contact information
Slide notes: Again, if you need additional assistance, please contact us. Thank you.
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